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For the first time, Picasa will scan your entire computer...
or just the areas you want scanned. You decide.

@ Picasa

Choose
scan
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Picasa is ready to search for pictures on your computer

) s | Only search My Documents, My Pictures, and the Desktop
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Searching for pictures never moves or copies files to new locations. You can cho
in Picasa by using the Folder Manager tool (available from the Tools menu)

This option is for if you keep
your pictures in a custom place
on your computer
(not My Pictures)
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view. Click a thumbnail or the arrows.
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Navigating the Library View
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Folder Manager Folder Manager selects which photos and folders
Picasa will scan and automatically display.
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Remove a folder from Picasa Sidebar.
This will hide it from Picasa, not delete from your computer.
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Move your mouse pointer over the

name of the folder, click the right button
on your mouse and choose “Remove
from Picasa” to remove just that folder.

Select All Pictures
Clear Selection
Invert Selection

Move to Collection

Refresh Thumbnails
Sort Folder By

Hide Folder

Locate on Disk

Remove from Picasa...



Open Computer’s Folder

9 [0 seach () Folders |
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@l Click the “X”
=] to get rid of

the box.

An easy way to locate a folder on your
computer:

1. Move your mouse pointer over the
name of the folder and click the right
button on your mouse.

2. Click “Locate on Disk” with the

left mouse button.

Folders Vs. Albums: Two ways to organize your pictures in Picasa

Folders

Albums

* Folders reside on your computer,
usually in the “My Pictures”
section of “My Documents”

* Deleting the folder or photos
within the folders will remove
them from your computer.

(so be cautious about deleting)

* Any changes you make to your
folder in Picasa (such as rename
or move pictures from one folder
to another) will also change on
your computer.

* Albums reside only within Picasa

e Deleting the album or photos

* Albums are nice to use if you have

—Think of them as virtual folders

within the album will not effect
the photos that are in your
folders.

a temporary task that will include
photos from several folders such
as printing or emailing.

Create an Album
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Album Properties

Name: | [SgiEs]

Date: 6/20/2011 ~

Music: [[] Use music for Slideshow and Movie presentation:

Piace taken (optional)

Description (optional),

N
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bottom
button to
add to an

album

9. When you click the “New Album”
option you will get a box, rename
and click “OK”




Folder and Album Options

Move photos between folders/albums:
Select the photo, drag, and drop into a new
folder or album.

Edit a folder/album properties: T
Double click the name on the sidebar  w . « .. . -

[ .
Album Properties @
Name: eSIAIhum

Music: [] Use music for Slideshow and Movie presentation:

¥) Albums (1)

to edit the properties box. Change the
name, date, music to play during a
slideshow, and add a description.

Place taken (optional):

Falll

Jul2| Description (optional):

Delete a Photo:

Select the photo then
press the delete key on
your keyboard

Delete an Album or Folder: 1;vass
Right CIiCk Over the name Of F;t’Ecj:mltllew il.bum ‘F’i;:turev Create Tools Help * o \
the folder or album on the  gawo Test Album

W Test Album (4) B8 May 15, 2012
Edit Album Description...

L7 ) People

left sidebar and select e

Select All Pictures Ctrl+A

“ ” % il 2008 (0 ear Selection rl+
Delete Album from the S8 erovstone (15 lcr:vertSS;lecttion C(tItIrHDI —
menu. 2006 bfresh Thumbnails 2 :‘;‘ < -
& Williamsburg (15 rt Album By k = *i
Delete Album -
Upload to Picasa Web Albums... - ﬁ
Albums - More Options Just for Albums S
Create an album before adding photos: IFlo Edk Vew fofder Pature <

Mew alburn. ..

Select File>”New Album”

Add Folder to Picasa. ..

Add a photo to existing albums: Add File to Picasa. . Crkto

The same photo can be added to many albums by dragging &
dropping in each album



Clear Tray
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Rotating a Photo
You can rotate a photo in any e o e St
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1. Select the photo to rotate by ==
clicking once.

2. Click the rotation buttons at
the bottom of the screen to

& Williamsburg (15]

Add a description

reorient in in either
direction.

Editing your Photographs

* In Edit View, you'll see

several tabs:
— Basic Fixes '

— Tuning
— Effects

Basic Fixes Tuning

Effects
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Crop Straighten Redeye

I'm Feeling Lucky Auto Contrast Auto Color



Edit Basic Fixes

Crop: Drag & drop the bounding box over the photo. Click on and
drag corners of the box to change the cropped selection while
maintaining the same proportions. Click “Apply” or “Cancel” to AN R ST

o H H n
return to the “Basic Fixes” tab. S = Bl
Crop Straighten Redeye

Straighten: Select a photo and click the “Straighten” button. In the ' 7 B
“Straighten Photo” view, use slider at bottom of screen to align - ST
photo against the boxed grid.

Red Eye: Click “Red Eye” button. Drag mouse around each eye
separately to select it. Release the mouse to complete your =
selection. The photo will automatically be displayed with
the red eye removed. Fill Light: Use the

I’'m Feeling Lucky: Picasa will change your photo’s color and slider bar to brighten or
contrast to produce what it thinks is the ideal photo. darken the photo.

Auto Contrast: Click “Auto Contrast” to adjust the contrast.

Auto Color: Click “Auto Color” to adjust the color of the photo
automatically.

Retouch: Allows you to graft a portion of the photo over another,
great when trying to match skin tones.

Add Text: Click “Text” to add a descriptive word or phrase

Tuning
Fill Light: At times, photos with bright backgrounds can darken @
or compromise important details in the photo. Add fill light = A % # =¥ &
to the foreground of photos, making them more balanced.

Fill Light

Highlights: Increase the highlights to amplify the bright spots

of your photograph. It can help make the whites in your Highlights

composition more vibrant. '{‘
Shadows: Darken the shadows in your photo to provide e One

additional depth or contrast. Use this in conjunction with R click

olor lemperature

the Highlights slider to add contrast to a flat-looking photo. fixes
Color Temperature: Make your photos warmer by sliding the Neutral Color Picker v

ticker to the right. This can make your colors more vivid @ - -

and help bring to life the composition of your photograph.

Neutral Color Picker: Tell Picasa which part of your photo it
should treat as gray or white. Photo Lab will then use that
selection to balance the colors in the photo.




Effects ‘[

* The “Effects” tabs contains
effects that you can apply
to any still photo. You can
add more than one effect
and you can always undo
or redo the last effect you
made at any time.

Saturanon Soft Focus

-
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Filtered B Focal B&W Graduated Tint

Undo All Edits
Right click on image and select “Undo All Edits”

File Edit View Folder Picture Create Tools Help Sign In to Web Albums
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Basic Fixes

A very
o = useful feature

Add to Album >
ey .
Rotate Clockise R when ed|t|ng!
Rotate Counterclockwi Ctrl+Shift+R
Undo all Edits

--

Hide

Open File Ctrl+Shift+O
Open With

Save Ctrl+S
Revert

Locate on Disk Ctrl+Enter
Delete from Disk Delete

Copy Full Path

Quick Upload
Block from Uploading

Reset Faces

Properties Alt+Enter




Saving Options

* 1. Save - Picasa creates a copy of your
photo with your changes and moves the

HpP— H Edi View Folder Picture Create Tools Hel
original to a hidden folder. [Pl et View clure Create ook Hew
You can still undo any changes. Add Folder to Picas..
Add File to Picasa... Crl+0 2008
— How: Click|id| or File > Save e |
Open File(s) in an Editor Ctrl+Shift+0 2 d —
Move to Ne:
. . Rename, 1 F2
* 2. Save As — Picasa make a copy with e 1" Cutes
your changes. (You choose the name 5;<_ )
1 Save a Co ]
and Iocatlon) EfPicfj‘retof Ctrl+Shift+S
. . . — ywstone
— How: File > Save As y cneter b aoo;
3, Crl+p [ | share
Ctri+E
Order Prints... EIRsIon
* 3. Save a Copy — Picasa makes a copy Fit e
with your changes. (Picasa renames and d@

place in same folder. Adds '-1' to name.
Quicker option. )

— How: File > Save a Copy

Saving Options - Export
Export - Create edited copies of a large number of pictures in a new folder. You
also choose the new location. (You can change the size and other options)

How to Export:

1.  Select the photos you'd like to export. e =
2. Click the Export button at the bottom mm\a\\w‘
of the page. s

3. In the 'Export to Folder' window, select ;
your export settings:
*Choose a location and enter a name for | ..o
the exported folder. g
*You can change the size and quality for
all the pictures to save space.
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re 3t ven Focer Pige cete o] Click “Back to Libra ry to
Start in “Library View” s L Exit or press ESC on your
to begin the following tasks. e Keyboard
o E
Slideshow

Share Your Photos

Yellowstone

» ) People (1)
v ) Folders (3)

Sep 22, 2007

&/ Fall 2008 (5)
2007

# Yellowstone (13)

“Yellowstone”
folder

> R e A Share

i id a description

2. Click here to start the
slideshow for that folder k-

.

-

Restart
slldeshow

"'5'”-3 -, Turn off and
: on Captlon

'.:;‘:\1 — r r— ) Display Tim
e l\@ Exit ]@ 00— 1@_(’,4‘ P . 1 ﬁ] [ pissove B4 |@ 3s0cons @
Resize Rotate Give Choose Change
view of image picture slideshow || _view time
image special transition
recognition | |_and effects

Exit Slideshow

Click “Exit” to return to Library view
(or press the ESC button on the keyboard)




Print Your Photos

Select photos to be printed.

1.
2.

3. Click “Print”

To print the captions:

Click “Border and Text Options”

then choose “Captions”

Mlpicasa 3

Fle Edt Viw

i Additional Printing Options

Border
. Border color

Border width Font

Captions

() Textcolor

None Max.

[¥] Even width border

[] Bottom only No text o) Below image

Click “Print” option at bottom of the screen.
Choose print layout and other options.

Foldsr Pitire Crete Tocks Heb

1

&

Email

Share

=
Print

Note: you can preview
each page before printing

Order Prints on the Internet

Select photos.

1.

1

Choose “File” from the Menu Bar.

2. Then click “Order Prints.”
3. Choose a site from the list.

Login or set up an account at that service.
(You can enable Picasa to save your
login information for future use)

Navigate the website to finish the order.
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Edit View Folder Picture Create Tools Help

New Album...

Add Folder to Picasa...

Add File to Picasa...

Import From...

Import from Picasa Web AlE

Open File(s) in an Editor

Move to New Folder...
Rename...

Save
Revert

Save As...
Save a Copy
Export Picture to Folder...

Locate on Disk
Delete from Disk

Print...
E-Mail...
Order Prints...

2

Exit

You can order pri Photo
personalized pro
a variety of servi
providers. Select
from the list on the right,
and click the Choose

RITZPIX::!

button. Log into your

Ctrl+N
| il Shop
(ol e
4w Picasa.
Prints & Products
Location: P .
snapfish@ Get high quality {
United States - omeret your first 20 prin
Chooss guar
Choose a Provider 446 prints startin
Walmart your prints at yo

have them maile
items, including |
Learn more

Pick up your prit
Wolf Camera ne
mail. Also order

account (or set one up) shirts, and mous,
and begin uploading
pictures Get same day pr
VS Photo CVS/pharmacy |
. = get 25 FREE pril
About Ordering Prints Pick Up on prints
collages. Learn 1/
Google does not disclose
any information about you
1o the merchants listed on BONUSPRINT We're passionalt
this page. Google does not Learn more
monitor the content of Choose

pictures that you send to
merchants, however, we

‘With SnapTotes,

oy record the s7e and oot on  tondhcs Ui



Select photos.

w

Upload to Picasa Web Albums

x|

© Picasa :‘_ Upload to Picasa Web Albums @
o L o — e| [B e B -
Click “Share” option at the
bottom of the screen. ) iliamsbarg
. ] [ Recommen ded: 1600 pixels (for prints, screensavers, and sharing) n
Login with your free Google account. N e
(You may have a couple of more 3 >D
o . W [ Private
steps the first time.) e !‘
Choose options for publishing. I“Z,> _
H o ”
Click “Upload. Y/
* .
Also, select “Sync to Web” option to haveany =
future changes to a folder automatically B
> W& d share | w
make the change to your web album. e
helotne s - = P S

Picasa Web Album — email link

By sending a link to your web album in an email you will avoid the
problem of emailing many photos.

Gmail Calendar Documents Reader Web more v

’\ ) .,
‘o PICOSQ” Webalbums My Photos  People  Explore

DowLibrary Comput...

Iy Photos - Yellowstone »| [&
(3 slidesho

J| Photos | Profile

[

Shared with

Click “Share” to use Gmail to
send an email with a link to
your album

Share

) RSS

New Features | gadmlclass@gmail.com | Settings v | Help | Sign|

4, Upload

You havent shared this with anyone

If you want to use
another email service
instead of Gmail:

1. Click

“Link to this Album”
2. Copy this
information and paste

—| into an email message




Google +

If you have set up a Google + account, Picasa will share your photos to that
resource instead of Picasa Web Albums. Here is how to share using Gmail:

GO 8[€+ “ +Ann  sa: ‘n Share

M Photos v What's New Highlights Photos Albums More v Q Hangouts

M Montana September 2013

Tag people Organize Add photos v

Select - All photos v

Share this post

1. Click “Share”

Ann Jarvis originally shared:

Montana September 2013 Eet
357 photos

2. Enter your Google + contacts and
email addresses

.

Google + email link

If you want to use another email service instead of Gmail: —

M Photos v What's New Highlights Photos Albums

8 Montana September 2013

Z red publicly < September 14-20,2013 - Select - All photos v
. o ”n
1. Click “Shared.. E——
2. Click “Share via link” SRS
Share via link

3. Copy this information and
paste into an email message

Be thoughtful about who you share this link with: anyone
can reshare it.




Collage

Create an album to use pictures in
different folders

1. Select “Collage” button
in the thumbnail area

Yellowstone
Sep 22, 2007

2. Choose the layout type.
3. Choose other options.
4. Choose “Create Collage.”

Mipicasa 3
File Edt View Folder Picture Create Tools Help

= Collage x|

o

28 Library

Select All

{0y Picture Pile: Looks like a pile of
Py scattered pictures

Picture Borders

Background Options

-

Page Format
r
| 4:3: standard screen n

£ Solid Color

Use Image

adl| &
Draw Shadows

E] Show Captions

Desktop Background Create Collage

Reset

Scramble Collage Shu!

Exit from Collage

Picasa will created a new

“Projects” section on the

If you are still creating the project

left sidebar. You can find
your collage there.

f_ Picasa 3
File Edit View Folder Picture
d&/*  Import e | =]

ynlbums (2)

») People (2)

Projects (1)

yFolders (3)
& Fall 2008 (5)

f_ Picasa 3
File Edit View Folder Picture Create Tools Help

&5 Library

Settings | Clips (0)

& Collage x|
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I s Pictuer Pile: | noks

OR

Click X here to exit

If you have saved the project

o c
4 Picasa 3

File Edit View Folder Picture Create Tools Help

“ Back to Library =

Basic Fi

Edit Collage

Tuning Effects

Click here to exit




Movie

Create an album to use pictures
in different folders

1. Select “Movie” button in the
thumbnail area.

Yellowstone
Sep 22, 2007

> ||| S = Share v

Add 1@
- - ——— SRR S

2. Choose options.

:‘_ Picasa 3

L= i

File Edit View Folder Picture Create Tools Help
2% Library i Movie Maker [x]
[ Movi slid Clips (0)
Audio Track:
None
Load...
Transition Style
o -]
Slide Duration: 4.0 Sec

Overlap: 30%
Dimensions

[ s40mas0 .

[] show Captians

[ Full trame photo crop

YoullTH
Close Create Movie
b
3 F =l
C2
S E.:J?;

3. Choose “Create Movie.” [

You also have the option of publishing ]
to YouTube, which Google owns.

Exit Movie

Picasa will created a
“Projects” section.
You can find your movie there.

;‘_ Picasa 3
File Edit View Folder Picture

g& import +i | =~

» ) Albums (2)
» ) People (2)
v ) Projects (2)
Movies (1)
& Collages (1)
v ) Folders (3)
Fall 2008 (5)

~ii
dw Picasa 3

File Edit View Folder Picture Create Tools Help

& Movie Maker

&% Library

—— 1 Click Xto delete
OR If you saved the project

,.'_ Picasa 3
File Edit View

et Buti‘u Library ==

Click “Back to Library” to exit |

Folder Picture Create Tools H

Edit Movie

Poster
Select a photo.

Choose “Create”

Then “Make a Poster”

Choose Poster and Paper Size
Select OK

After Picasa finishes you can find
the poster sectioned into multiple
photos in the same folder.

uhwn e

6. Select and print, then you can attach the
sections together to create a poster.

4 e

,.‘_ Picasa 3 1
i File Edit View
Poster Settings

Folder Picture | Create i

X5

Tip: if you don't want to trim,
crop your picture t

= Set as Desktop...
Make a Poster...

size as the paper. ollage...
Poster size: [200% 3 Creensaver...
|4 6 _| Gift CD...
Paper size: [4X v -
? Movie »

Overlap tiles

H Cancel ‘

TTOE Ve Tods WO Creste 005 1D U A

Now you can see
the same picture
is in 4 sections

TS 5&3




Uploading v e

Connect your camera or device to NN FLASH ()
-
com pUter' Mixed content options a
e E‘:i\)wfg-:mﬂs s Media Player

N Copy pictures to your computer
" using Picasa3

1. From the box that appears, 1.
choose the Picasa option.

@) Import pictures and videos
-‘/II

using Windows

m

2. Choose where to save o]
File Edit View Folder Picture Create Tools Help Sian In to Web Albums
the pictures on your £
Import from: [ Removable Drive(F:\ | ~ ]
CO m p Ute r- = e Duplicates Acauired 9 files IMG_2797JPG  4/8/2010 3:05:17 AM  831KB

check to include
duplicates

3. Name the Folder

4. Choose what you
would like Picasa to
do to the pictures
on your device.

It can:

Leave the card alone
Delete only copied photos =~ *«pd ke el O] ey} o @
Delete everything on the card 3. 4. e

5. Either “Import All” or you can select the
photos you want and “Import

Import to: Folder title: After Copying:
| tan Hywett Hal n [ Delete only copied photos | - |

”
Selected.
EPicasaS
Fle Edit Vew Folder Picture Create Tools Help
Filters
T&/r Import e = I*‘ ' B

New folder will be
v Folders (4) Stan Hvwet Hall
added under the : > ¥ N-.-}tjtlu.l:nc‘:;‘.ﬁ(r-‘nﬂhi.:

[/ Fall 2008 (5)

year it was taken. o > @@

I Yellowstona (13) Add a description
2006

[ Williamsburg (15)

Start download within Picasa
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